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ABSTRACT ■ \ 7 

Developed ^.s part of a higli school guinmester unit on 
yearbook editing, this guide,provides the teacher with strategies for 
teaching a course designed to train student editors in developing a* 
pl^an fSr the book, emphasizing the importance.of the yearbook as a 
permanent document*. Students apply this philosophy in planning a 
theme.and in insuring ■continuity, accuracy, and .fully representative • 
coverage of students, fajculty, academic and extracurricular 
activities, and current Attitudes. Range of subject matter focuses on 
developing the theme ^and the sections; outlining the year’s 'work; 
supervising the layout," tl*e photography, the preparation of the 
dummy, the compilation of the index, and the proofing of the 
sections; planning the sales campaign, overseeing the budget,' and 
distributing the bookstand making recommendations for. next year's 
book. The guide is arranged by. performance objectives with suggested, 
teaching strategies listed under each objective*. Xp penned is a list 
of student and teacher 'fesouAces. (HOD) 
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COURSE 
KUMBERS " 

3115.1*9 

5116.152 

> 5165.16 


1 V 

COURSE TITLE: 


YEARBOOK EDITING. 


COl’RSF DESrRT.rTjlO\| a course deserted , 
to groom e'Jico'r* for th* yearbook. 

Future editors are trained in develop¬ 
ing a plan for the book, emphasizing 
importance of the yearbo.ok'as a .perma¬ 
nent document. Students apply this 
philosophy in *plant\ing a theme arid in 
•insuring continuity, accuracy, and fully 
representative coverage of -students ,• 
faculty, academic and extra curricular 
activities, and current attitudes. 
Methods of Staff ^organization and 
scheduling, photography, ’deadlines are 
included. • ; 


PERFORMANCE OBJECTIVES * ’ * 

• t 

A. The editors and the .business staff will 
Confer with the advisor tTn. plan "tenta¬ 
tively, the theme and the various sfectlons 
> of tAK*T ~yeatbooflt and their deadlines. 


I 

B . 


> of^tFrtT^yeftbooflt and their deadlines. 

• * , * 

• o , — . 

,Tne editors confer with their .groups to 
make plans outlining theye^r's work. 

The editors, sypervise the layout, the use of 
color, ’photo editing, typing of thel^ummy, 

and compilation-of the index. 

, ’ ' r 9 

* •- .4 . f i 

The business staff plans, the pales campaign, 

the and.'the final distribution of 

~^he book. . C- 

* ’ 

. The editors', after discussit$g conditions of 
contracts with printers arid photographers, 
make recommendations for the .next year' 1 * 
contracts in accordance with Dade County 
specifications for yearbooks. v 



f 


II. ' COURSE CONTENT 


A. Rationale 


The purpose of .this quip is to establish the 
leadership for the publication,, of the yea t*- 
book -- the his.tory of the school year.. The 
yearbook should ^bev-as objective as possible 
treating all the -cur-r>i*culumorganizations, 
and individuals with the samfr impartiality. 
Editors j,h6uld have some degree of pro¬ 
ficiency in performing' the'tasks of .patting 
the yearbook- together and should, act as 
leaders in getting the project completed. $ 
Editors should look upon the group as a team 
and keep all working together with a good*. 
fesprit de corps . * 


B. Range of sub-ject matter 

1 . 


2 . 

3. 


Devt-loping the theme and the sections ^ 


A 

Outlining the year’s work 




Supervising the layout, the photography, 
the preparation of the dummy, the compi¬ 
lation of-^the index, a^di the proofing 
of the sections ~iUMJ 


<\ 


4. Planning’t'he sales campaign,” overseeing 
, the budget, and:distribating the book 

• 9 

5. Making recommendations for next, year's 

book , - * 


XI. TEACHING STRATEGIES 


T-he editors^.^nd the business staff will 
confer with'The advisor to plan tentatively 
the theme arfiej cfie various' sections of t^he 
yearbook and their deadlines. 




1. Discuss, with ptudepts items -such an the. 
following: - v ' , 


a. 

i 


Themes u.£ed in prevlboa yearbooks • 
.produced .by ?tudepta at the partic¬ 
ular school, - >»*' 

V v - 


b'. The" philosophy of this school. 

' , * * 

' ; * * 

c. the nature' .of thd student body 


d. Th^ makeup of the community « 

• * ' 

Ask them to generate as many thematic 
Ideas as they can* taking the above 
factors into consideration* JJrom this 
•ran^e of themea, ha.ve them select -one 
which can be deivelo'ped within the budget 

* alloted*. • 

^ y' —vj 

Outline £he''basic' sections and dl'scuss 
how the themev.cgn beat be carried out 
;In each> • « \ 

Paginate the sections.. % 

Select? layout patterns and type. 

* ' • *•' * 

DigcusV the um of color and special 
effects and arrive at a decision as to 
how it will he .used throughout • the book. 
A photographer or .“printer r s representa¬ 
tive c.an explain the class .how four 
separations are fnade from each color 
transparency, as well as give an exnlana 
t-ion of contract color prijnts (C-prints) 

Discuss the cover. This cfan be given 
to a committee or .the advisor could ask’ 
for help*from the drt department. 


The editors confer with their groups tp 
make* plane out lining .the- year's work.' 

.!, i *> 1 

.1. • each editop discuss with other 

members of hie group ideas that each „ 
has\ in mind to decide what should be 
, included in -his section. .. 

> 

2-, • Have the editors co.operati.vely’make 

schedules for* the’photographer and the 
people to be photographed to aee‘ that' 
they get together’at the right time 
keeping in min'd the regular school 
schedule. 




3. Schedule picture*. J (A r^guTar/printed 
form will'facilitate scheduling.) -Make 
these out in triplicate: one to the 
pho to gr a-pher , one to the student^ or Btu- 
denta being pho togra'pbred , t «nd one to the- 
"advisor. If a special background or 
.props -are to be i-n the picture*, these 
are to be pre-arranged. • • 


A. 

5. 


Assign topv to be written. 


Discuss- deadline dat.es. 

• . * * * 

These are suggested deadlines with 
distribution date of May 1. 


/■ 

a 


1 


\ 


November 1 -- (about 50 pe’ges) Finish, 
layouts for senior mug pictured, and 
write-,copy for the introduction. Plan 
.cover. 


Is 


December 25 — (about 100 pages) Finish 
‘ introduction. Finish all of the faculty 
section and layouts fbr under classmen. \ 

t ^ * * i; 

January 31 — (about 1.00 pages) Finish ■. 
senior section', and as -many as possihle \ 
of organisations, football, cross country, 
basketball, -wrestling, boiling,- gymnastic 1 ;?,, 
and girls V spprts. j ^ 

February 15. -- Finish organizations-, 

J tennis, golf, .track, b-asefoall', in the 
sports section. Finish the ads and 

feature section , . • • ’ V ' 

» • 

^ * 

The editors supervise th-e layout, the use of 
color, photo editing, typing .and'•editing o( r 
the dumowy, and "compilation of the index. 

P • », . . s’. 

1. Have students design layo.uts , for their 

particular J sectiops-. These are to be 
checked with the editor for consistency 
and then,approved. M \. . i _ % ■ 

. V : A ‘ • 

2. ,Ask students to determine/hfow they will 
use any color'and/or special affects.. 

' r~* / • • 

. ■ / ■ . . . , ■ . ! . ' 'V ' \ 

3. Reviey with, itttdents the procedures 'for. £ 
cropping a picture,. /. v 


Have students cr.op the pictures for 
the.ir- sections . 

Approve layout design, copy, cropped 
.pictures, captions, and headlines as 
they are completed, 

i 

Have the .copy* headlines, captions 
typed onto the 'dummy, ) 

... I' ' * 

Supply editors with cards of proof read¬ 
ing 'synrbols, or use one available in the 
^textbookAfter the editor marks the 
proof and one other.staff member goes 
over it, it is advisable for the editor- 
in-chief to check it carefully. The 
advisor then checks' the proof.. Keep in. 
mind that this activity is reading proof, 
not editing. Use a red or blue pencil 
as indicia ted . 

Have Students turn in double phge 
spreads as they a-te completed. Make 
corrections, if. Aeceasa.ry, and have 
them returned f,6r final approval, 

I ' ' . ■ 

Compile the index, Arf index is neces¬ 
sary top a well-planned yearbook,. One 
index is better than several and easier 
for the reader. If‘.senior, credits are 
JPut ifi the index, the layout of the class 
pictures is improved. Every.student.in - 
the senior clas a s, faculty member, and 
'organization is included, in the index. 

F6r each there should, be a' 3 by 5 card, 
Th^se are l^e-pt up-to-date by putting 
the page numbers pn ^s'the pictures are 
laid out. After the dummy is completed, 
the credits are added to the seniors; s 
subjects taught*,' degrees, and .sponsor- ' 
ships to ( v the faculty; and: then all are 
arranged in alphabetical order. An ’ 
accurate fypidt completes the copy, 
and it is ..then sent to' the printer. 


. • 


D. 


The business staff plans the sales cam¬ 
paign, the biid.ge t , • an^i the frinal d is tr ilju^ion 
of the books. * 


•I'. Plan a 


b ., 


< 1 . 




kales campai’gni 

V » v- 


V - 
% 


Make posters. hosiers are made by 
members of the staff to stir « 

intetest'in the yearbook as- to when 
and. where it can be purchased-. 


Make announcements. "Announce' over 
the public address system ‘items 11 

attune’d to students". ‘ Studepts succeed 
better than the faculty advisor 
or the activity director. # 


Use the school newspaper 
for- advertising. Try 


Place ads. 
as a medium 
some original student ideas. 


( 1 ) 


Line up (jlubs, merchants, and/or 
individuals-, who might advertise 


in the yearbook.!✓The ad manager 
assig.ns companies -or individuals 
to various s'taff ^embers with a 
deadline to report on success 
or failure '.and the reason. 


( 2 ) 


Contact- club presidents at the 
same*time that tt\eir pictures 
are planned. One plan that has 
worked is to give a two-page 
spread Ln the prganizatidn sec¬ 
tion to the club that takes a 
page or a half'page of advertis¬ 
ing. In : this case clubs are not 
qharged for pictures in the or- 
ganizatio# section. The ad 
manager sends bills after the ' 
hooks are distributed arid .if 
possible a tear .sheet *of the ad 
as it appears in the book.. 


(3) Provide incentive for sal.es 
■ per sonnel-. Give a f r ee/yy-ear-, 
hook to any,staff member ^ho 
sells' 100' books 0 . Some staff j ^ '' 
members have found it/successful 
to have friends in other home- 
rdotes, clubs, or classes work/ 
- 6 - * ■ ■ 
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f^r tfiemveo get their quota. . 
The Staff member, -b\owever, is. ... 
responsible for these sales and 
turns in*-*the 'receipts and money, 
'to. the business manager for his 
‘own credit. - * 


( 4 ) 


A' 



;\ 


.Decide upon a payment plan and" 

• pine. Plan campaigns to sejl as 
many yearbooks as possible. It 
is advisable that'half t-he com¬ 
plete price be made as a down 
payment since a lower 
payment on the yearbook is 
often not picked up for the 
second payment, and it makes the 
bookkeeping^easier . The Bade 
Counjty Public .Schools^ provides 
a receipt book with/tvo section? 
to take care of' this contingency 
Ad campaigns ars to be ‘planneii. 
and followed up with systematic 
salesmanship.' In one school 
the nenth, of 'September is^ 
time allotted for the first s 
ling period. Those buying in 
September pay one-half the sel¬ 
ling price tor this month, or, if 
jthey pre-fer, the whole payment „ 
iThe September price is a dollar 
lovdr than the-> October price and 
I two dollars lower than the p'rice 
'if the book is bought at the time 
j that it is distributed. Pinal 
payments .or.-the second half are 
made in. January and February in 
t-he Journalism Office. If any * 
books are 'left over -when they 
are distributed, thdre is another 
dollar advance in price. The .* , 

total number of books printed.i,s ! 
determined f rom *t'he whole or 
down payouts collected before 
November^ 1 ,* plus . tfhe number of 
complimentary copies needed, 

4 ■ ' 
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4 '2.$ Plan a distribution schedule which, wil 
be smooth "and efficient. t ‘ 


a. Make announcements over the PA, 
via 4 bulletins and .posters to tell 
studeAts how yearbooks will be 

__' distributed. . / . 

b, 1 Appoint a committ'ee to .take charge 

of distributionj The student 
committee ytneptbers match the two 
4 receipts (pink dird wfflte*) wi'th. the 

yei*^»w carbo'fi receipts on file. 

They a3k the buyer 0 to sign h.is’ name 
on, the j*e;llow receipt and then col- 
\ lect all three. ■Staple ^11 togethe 
. /and file for t the auditor. Only ' 
\* > * then do they giVe the book to the V 

\ - buyer. If the buyer does not have 

a .white and pink receipt, if he has 
lost it or has not paid 'the second 
• - hal_f> the sta/f member consults 
> the yellow card. Tf .this, card does 

' ) not show a second payment, -then the 
/ staff member sends ti^e buyer to the 
/ treasurer's office to"-finish th-e 

/, payment. 

3. Oversee the budget. Have thebusiness 
manager and h^s staff keep cfonstant 
track‘of the ifioney available, how much" 
has been spent* and'how much “is tb be 
spent • ' 

- , * V o . • < 

The editors, after discussing conditions of 
•dontracts - with printers and 'photographers^, 
make recommendations for the next' year's 
contracts in accordance with Dade County 
specif icati^pns for yearbooks, - 

\ 1 .^ 1 " : .• 

1. fjhe. tikje, Th'd spring before the 

current pear t about the firet^er . * • 

second week in May , (fcfptte enough to 
have finished the. present contract and 
enough time to make arrangements with 
the next year's staff), contracts are 
njade and signed. ' . 



/ 


Review the bid forme. The Dade Cojunty 
Public SckP.ols have a bid form, fox " / 
photographers and printer*. "Bl'anks / 
are available for various.specifications 
to be filled out* and sent to' least / 
three photographers who have contacted 
the advisor during the year and three 
printing representatives. Bids on 
these forms are ..sent out with a deadline 
for the opening and reading-.' 

Read the contracts. A committee appoint¬ 
ed by the advisor or principal is ' „ 
present at the reading of t]>eT>ids, and 
-the- committee reviews the/^arious speci- 
A fications* to decide whawill do the ^ \ . 
work in that school for the nea^Oyear. 

The lowest pric,e does lot necessarily, 
receive the bid. but. the committee must 
Justify its choice if the lowest bid is 
not taken. * > 
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STUDENT RESOURCES 

A. State-adopted textbooks 

t 

Hartman, William. Journalism . Rivei^ 

Forest, Illinois: Laidlav Brothers, 
• 1968. • . ‘ . v . 

K 

Mulligan, John and'Dan D'Amelio’. 

Experiences " in Journalism . - At^an/ta: 
Lyops and Carnahan, Inc., 1956. /• 

B. Non state-adopted textbooks / 

Hurley, Gerald D. and Angus McDougall, 

Visual Impact in Print . Chicago:' ^ 
American Publishers, 1971. 

j' 

/Spears, Haro lX and R. H, Lowshe. ITigh 
School Journalism . New York: 
Macmillanl, 1960. 


TEACHER RESOURCES. 

A. State-adopted texts (Seeabove) 


B. Books 


Medlitf, C. J. School Yearbook Editing 
And Management. Amis ,* Iowa: Iolwa 
State College Press, 1956. 


MacGiffin, tfida B. and Crisst* Frost 
Kingsbury. Yearbooks . New York: 
Hastings House, 1962. 


C, .Personnel 


t 

1. Photographers 


. / 


2, Printing representatives 


/ 3. Mr. Rogers Fikehberry, fYade County* 

Public Schools. Finance Director, 
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